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The information contained in this document is a general guideline for the processing of procurements 
using the State of Illinois BidBuy system.  State of Illinois procurements must be conducted in 
accordance with applicable statutes and rules, including the Illinois Procurement Code.  For any 
questions, please contact your Agency Procurement Officer (APO) or State Procurement Officer (SPO). 
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Introduction  
BidBuy is the State of Illinois’s new web based, eProcurement system, designed to streamline 

procurement processes and offer expanded services.  Once fully implemented, BidBuy will replace the 

Illinois Procurement Bulletin (IPB) for General Services, as the notification system for procurement 

opportunities; the Remedy System for creating Procurement Business Cases (PBCs); links directly to the 

Illinois Procurement Gateway (IPG); interfaces with AIS; and reports information to the PPB 

Clearinghouse. Further, the State will integrate BidBuy with SAP and the new BEP Certification System.  

Those that perform only the Approval Only Role in have access to view and review all relevant 

procurement information in the system, including attached documents.    

  



4 | P a g e  
 

 

BidBuy General Overview 
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BidBuy Approvals 
 

Approvals paths are predetermined by the Agency, CMS, and the CPO office.  Approval paths are based 
on the procurement’s dollar thresholds, NIGP codes, and agency policy.  Approval paths are loaded into 
the system and automatically triggered during the processing of the specific procurement.  Approvers 
receive e-mail notification when an approval is required. 

In addition to the pre-determined approval paths, approvers can be manually added to an approval path 
for a single procurement, providing greater flexibility in routing procurements and providing appropriate 
notification and approval of procurements. 

Login to BidBuy 
1. Go to BidBuy at https:/bidbuy.illinois.gov/bso/ 
2. Enter Login ID and Password, and click Login 

 
 
 
 
 
 
 
 
 
 

3. Select Basic Purchasing or Department Access role from the Roles Tab. 



7 | P a g e  
 

 

 

Review Document and Attachments 
Prior to approval, access the procurement and review all information related to approval.  Information 
related to the procurement will be available on the BidBuy Tabs as well as contained in attached 
documents and forms.  For a list of available forms by procurement, See Appendix B – Forms By 
Procurement Method. 

On the Approval tab, procurements requiring approval will be located under either: 

• My Documents Pending Approval  

• Documents Pending My Approval 

Documents are then organized by document types:   

• Requisitions 

• Bids 

• Purchase Orders 
 

1. Click Approval tab to list and approve documents pending user approval  

If you have multiple roles, then each role appears as a different tab.  
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2. Click Document # to view the procurement details 

3. Click main tabs to view information and attachments about the document 

 

Approve Documents 
After review of all information: 

1. Click Approval tab to list and approve documents pending user approval 
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2. Click Document # and proceed to the Summary tab 

3. To add an additional approver, scroll to the bottom of the Summary tab and enter Order 

Sequence number (Not a required step) 

4. Select New Primary Approver from drop-down (Not a required step) 

5. Click Add/Delete Approver (Not a required step) 

6. To approve document, select Option to Approve.  To disapprove a document, select Option to 

Disapprove.  

• To add any comments, proceed to the Notes tab to include additional inforamtion that 

will stay with the document.  After entering your comment on the Notes tab, select 

Save & Continue.  If you enter a Comment on the Summary tab, it will be overwritten in 

the approve/disapprove procurement path.   

7. Click Save & Exit 
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8. Click OK to save 

 

Logout of BidBuy 
1. Click Log Out   

 

BidBuy automatically logs users off of the system after 30 minutes of inactivity; the user 
lockout for entering incorrect passwords is 15 minutes. 


